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Appendix A

Specification Development and Approval Process

Begin
Specification

first draft

Develop first draft
using available

inputs and
resources e.g.
Specification

Writer's
Handbook1

Determine  the
grade level using

Table 1  from
SNS-QA-P01,

and what level of
specification is
required from

Table 2

Yes

Resolve as many
comments as possible
by interacting directly

with commenters.
Document the

resolution

Transmit  approved
Eq. Spec., BOM, or

data sheet to
procurement using

proper codes

Is formal Eq.
Spec. Required?

Prepare
drawings,

illustrations, bill of
materials, or data
sheet. Use EP-C-
21, EP-C-23 for

guidance1

No

Send first draft to
reviewers for

comment. Include
contributors and

applicable
reviewers

Verify
adequacy of

design in
accordance
with Design

Review/
Verification
Processes
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! Invite needed reviewers from
technical, functional, or WBS
contacts, including QA,
ES&H, Operations, and
Procurement

! Avoid returning questions. Instead, give
specific corrections.

! Avoid duplication of effort by focusing on
your area of responsibility.

! Normally, return comments within 10
days.

Verification Guidance

Are there
unresolved
comments?

Yes

 Obtain
approval as
directed by

lead
engineer

No

Use resolved
comments to
develop final2

Hold comment
resolution

meeting if needed
to resolve issues

and reach
decision

Suggested Outline
! Scope
! Description
! Applicable stds, codes, and definitions
! Requirements
! Quality Assurance
! Submittals
! Examination and Testing
! Storage, Packaging, and Shipping Requirements
! Sketches, Data Sheets

Obtain
approval as
directed by
the Lead
Engineer

! Review the Quality Level (Step 1)
! See SNS-QA-P01, Criterion 6,

Design

Review Guidance

Go
To: A

A

1Obtain a document number from Document
Control Center (DCC) - snsdcc@ornl.gov.

Record of Use (Optional)
This procedure was followed to produce the following:

___________________________ __________________ ____________
Document or Item ID                 Signature                Date

2 Eq. Spec. and comments should be
maintained in project files. Retention will be
determined by the Records Plan.

Record

transmittal

END
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